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Destroy. 

The State Records Committee has approved these disposition instructions for the 
records series described in the attached records retention schedule application. 

Edward Weldon 
Secretary of State Designee 
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i D.ta0fSui.r 
hrliest latest 

1986 

!he Georgia Education Leadership Academy PGELAY was created by the Oual i tv Basic Education 

I t o  Date 1Georqia Education Leadership Academy Administrat ive F i l es  ~ 

' Division d O f f b  Function Wmt is the function f the ivirion and the O f f i i  in rrhich this r p x d  seriqr is  created? 

5. Ramrds Series T i  lfdowed by ticla uredjn offim; if diffaenrl 

c t  (QEE) t o  provide educational leadership personnel w i th  continuous opportunity f o r  
irofessional development. Areas addressed by GELA include educational s k i l l s  development, 
lanagement s k i l l s  development, personnel se lect ion models inc lud ing the NASSP Assessment 
:enter, information dissemination and l o c a l l y  developed programs. QBE states tha t  a l l  
iersons employed by a Local Un i t  of Administrat ion (LUA) must have an annual evaluation 
:onducted by a t ra ined evaluator. QBE fu r the r  states tha t  there w i l l  be a uniform state-wide 
va lua t ion  procedure f o r  cer ta in  " ce r t i f i ed "  personnel, including leadership, teachers, media 
pec ia l is ts ,  school counselors, speech-language pathologists, school social  workers and 
chool psychologists. Seven evaluation programs and corresponding evaluator t ra in ing  
irograms were developed t o  meet t h i s  requirement. 
.oordinating the evaluator t ra in ing  e f f o r t  and maintaining evaluator t r a i n i n g  records. 

The GLEA was given the respons ib i l i t y  for  

'. Romrd S u i i  Daaiption This file m a i n s  the followhy docum%nb (include farm numbuomd title, if my): 
Amch ampleg of the fils. 

Documenkrelatingto: Administering the Georgia Education Leadership Academy including 
maintaining and monitoring contracts f o r  providing leadership t ra in ing  through speci f ic  
workshops and t r a i n i n g  a c t i v i t i e s  
Indudedare: Program Pol ic ies and Procedures, Contracts, Project  Completion Reports, 
Correspondence, Annual Status Reports, Workshop Materials 

Fikisrrmpcd: Chronological ly by F isca l  Year; thereunder alphabet ical ly by subject 

I. Monthly Rd.nna Rm How ohm am records referred to whih YI: 
5   to six month sold 50 ; S.vsnto~lvrmMlthS0ld 25 ; Th*bwntoMnfy-fourmonthsold 

twntwfiva months a d  o h r  0 7  

Letter-sin dnwers ; Legllsiza dr8weI.s ; shrlvar ; ochr Ian&) 
1. Annd Mt@ of Armmulaion of Ruorda 

One Lateral F i l e  
Current Accumulation: 5 Lateral F i les  Drawers Drawer 
R-!30-71; Rav.70 Iorr) 



Y E S  

X 

h. Is there a duplication of this wries in y ur offi off icb or agcncy? 
X If ycs. where Contracts only PSche8;l~i~l_nS~~,cEants Management&76-233A,Accountingl 

NO 10. Ownhtuire (Place an "X" In the proper column) 

a. I s  this the official COPY of the series? 
If not. wh ere is it? 

b. Does the sari- amain  confidential information requiring security handling? If yes, iir law or regulation. 

years. 1. Audit period 0 veirr:' - years. 
0 
2 '  

a. State b w  - 
c. ' Federal brv 0 yeas.  f. Federal retention instrm.ons virrr. 

0 
. .  . .  

, b. Statute of limitation N/A wars. e. Adminirtratiu naad 

.. 

. .  . . .- 
A t tach  wpv & of bm ff regulations. Explain adtninistrativa need. . .  . .  . ' ' 9  ,..: 

. . -  - .  . %  . -  . , .! .. ,-., 
. . . ? .  ,. . #  , . . .  

, . ' I  
. I . !  ; 

12. Apgmvcd D i t i o n  Inrcructions . This agencv rrcommcnds that the file wins be M off 11 the md of uch: 
. .  I ..:. 0 Calm& Yav: &I Fisal Yar;  0 Other then. . . . 
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M E M O R A N D U M  

March 27, 1992 

To : MS. Vickie bakes 

. .. \ .  
Records Management Officer. 
Department of Education 
General Services Section 

Deputy Attorney General 

. .  
,~ 

From: Stephanie B. Manis ’ :. w 

This is in response to our recent discussions concerning an 
appropriate records retention schedule for the materials of the 
Education Leadership Academy. I understand that the records 
are in four general categories: administration, evaluator 
training, leadership and staff development and program. These 
records focus on an extensive training program to train 
evaluators who then go into the school system and evaluate 
certified personnel. The Leadership Development does 
management training for supervisors and superintendents. 

after consultation with appropriate professional personnel, you 
have recommended a retention schedule of five years for the 
Leadership Development files and two years for the remaining 
records., Given the nature of these records and their likely 
need for retrieval, I believe your suggested retention schedule 
is reasonable and appropriate. If you have any questions or 
wish to discuss this matter, please feel free to contact me at 
651-9452. Approval Signature Sheet 
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